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What is OnBase : Create, Manage and Retrieve 

• Document management system 

• Store documents securely and electronically in a central 
location 

• User friendly interface that allows easy retrieval of 
documents 

• Documents can be viewed, printed, emailed, and have 
notes added to them 

• Workflow module for departments that want to use 
OnBase to process documents 
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Login 
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Document Retrieval 
Dialog Window Layout 

• Document Type Groups 

• Document Types 

• Dates 

• Keyword 
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OnBase Document Retrieval 

https://cactus.utdallas.edu/AppNet/NavPanel.aspx 


Document 

^ Document Retrieval ^ 

1. Document Type Groups: 

Document Types 

CRMS - Monthly Postage Coversheet 

CRMS - Monthly Postage Report /S 

ISC - Asset Emails 

CSC - Asset Photographs V/ 

pSC - Assets Not Scanned Rpt 

From Date To Date „ 

|f|jj]] | jj-jjjji 

Keywords \ Note 

• Document type groups are 
groups defined by our 
organization 

• A group is a general heading 
for specific types of 
documents 

• Ex. Inventory and Surplus 
control 
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https://cactus.utdallas.edu/AppNet/NavPaj 





^Document 

-V ? 

l£J 

Document Retrieval 


V 

Document Type Groups 



All 

II 


CRMS - Central Receiving Mail Services 

ISC - Inventory and Surplus Control 

ISC - Annual Inventory 

ISC - Asset Emails 

ISC - Asset Photographs 

ISC - Assets Not Scanned Rpt 


V 

From Date To Date 

(?) 

\m i 



Keywords 

Note 

3 


There are two document type 
groups! 

- Central Receiving Mail Services 
(CRMS) 

- Inventory and Surplus Control 
(ISC) 
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Do 


't?0 


Document Retrieval 
Document Type Groups 
1 1 ISC - Inventory and Surplus Control |[~*1 


ISC - Annual Inventory 

ISC - Asset Emails 

A 

ISC - Asset Photographs 

ISC - Assets Not Scanned Rpt 


ISC - Assets Scanned Rpt 

V 

ISC - Auction Receipts 


From Date To Date 

G) 


Keywords 
Asset Tag 


"X” 




Voucher Number 


Invoice Number 


Anything that has a tag number, you can 
find it on OnBase. 


Assets can be looked in the following 
categories ; 

- asset emails 

- photographs 

- credit card receipts 

- custodian update request 

- custody receipts 

- gift in kind documentation 

- MISC (miscellaneous) 

- missing stolen report 

- property master record 

- state transfer 

- transfer forms 

- vehicle titles 


create your future 


www.utdallas.edu 





































DALLAS 


*? 0 


~'S Document Retrieval 

>ocument Type Groups 


HtD 




SC - Building Barcodes 
SC - Credit Card Receipt 
SC - Custodian Update Request 
SC - Custody Receipt 
SC - Daily Rpt 


Documents 

64909 - LAPTOP HP 6510N - ISC - Custodian Update Request - 5/12/2014 



Zoom In 


Zoom Out 


Fit Width 


W 


Fit in 
Window 


Actual 

Size 


6 l[ P - > Next Document 

i 

Previous Document 
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Custodian Update Receipt 



\ 6 6 iT> 


Boulom, Alisa 

Monday, May 12,201411:08 AM 
White, Gregory 

Ritchey, David; Sanzgiri, David; Calisir, Engin 
RE: Laptops Tag ths 64909 and 73275 


Hello Greg, 

Professor George Barnes was incorrectly marked as inactive and is an active adjunct instructor. He just verified wi 
that he still uses 64909 HP 6510N laptop and it is In his possession. 


Alisa Boulom 
Administrative Assistant 
JSOM Technology Services 
972-883-4484 
aboulom (g utdallas.edu 

From: Thorp, Craig 

Sent: Monday, May 12 201410:00 AM 
To: Boulom, Alisa 

Cc: Ritchey, David; White, Gregory; Gamer, Carla 
Subject: Laptops Tag #'S 64909 and 73275 
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Asset Photographs 
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Credit Card Receipt 
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Gift in Kind Documentation 



501317 - 58 BOOKS MICHAEL SAVOIE - ISC - Gift in 
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In-Kind Gift Acceptance Form 
Office of Development A Alumni Relations 
The University of Texas at Dallas 


~J%- 




in TX 76247-1160 


Address, City, State, 7ip PQ80X 1180, Jt 
Type of fn-Kind Gift: 

□ Art or Collectibles □ Equipment 

□ Intellectual Property/Patent □ Software 

□ Discount on Purchase (must be in excess of the standard “educatioR discount") 

E Other f c n \ 

Description of Gift: Wn [OliJ _ ~7 £ / COrA TL _ 




Value of Gift: 


^0. 


Source of Valuation: '□internal ' B Donor 

Condition of Gift: DNew BGood 

Special Storage Requirements: OYes BNo 
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Document Retrieval 
Dialog Window Layout 

• Document Type Groups 

• Document Types 

• Dates 

• Keyword 
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OnBase Document Retrieval 


https://cactus.utdallas.edu/AppNet/NavPanel.aspx 



1. Document Type Groups: 

• Document type groups are 
groups defined by our 
organization 

• A group is a general heading 
for specific types of 
documents 

• Ex. Inventory and Surplus 
control 
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Document Retrieval 


V 

Document Type Groups 



All 

II 


CRMS - Central Receiving Mail Services 

ISC - Inventory and Surplus Control 

ISC - Annual Inventory 

ISC - Asset Emails 

ISC - Asset Photographs 

ISC - Assets Not Scanned Rpt 


V 

From Date To Date 

(?) 

\m i 



Keywords 

Note 
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There are two document type 
groups! 

- Central Receiving Mail Services 
(CRMS) 

- Inventory and Surplus Control 
(ISC) 
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Document Retrieval 
Document Type Groups 
1 1 ISC - Inventory and Surplus Control |[~*1 


ISC - Annual Inventory 

ISC - Asset Emails 

A 

ISC - Asset Photographs 

ISC - Assets Not Scanned Rpt 


ISC - Assets Scanned Rpt 

V 

ISC - Auction Receipts 


From Date To Date 

G) 


Keywords 
Asset Tag 


"X” 




Voucher Number 


Invoice Number 


Anything that has a tag number, you can 
find it on OnBase. 


Assets can be looked in the following 
categories ; 

- asset emails 

- photographs 

- credit card receipts 

- custodian update request 

- custody receipts 

- gift in kind documentation 

- MISC (miscellaneous) 

- missing stolen report 

- property master record 

- state transfer 

- transfer forms 

- vehicle titles 
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~'S Document Retrieval 

>ocument Type Groups 


HtD 




SC - Building Barcodes 
SC - Credit Card Receipt 
SC - Custodian Update Request 
SC - Custody Receipt 
SC - Daily Rpt 


Documents 

64909 - LAPTOP HP 6510N - ISC - Custodian Update Request - 5/12/2014 
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Fit Width 
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Custodian Update Receipt 
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Boulom, Alisa 

Monday, May 12,201411:08 AM 
White, Gregory 

Ritchey, David; Sanzgiri, David; Calisir, Engin 
RE: Laptops Tag ths 64909 and 73275 


Hello Greg, 

Professor George Barnes was incorrectly marked as inactive and is an active adjunct instructor. He just verified wi 
that he still uses 64909 HP 6510N laptop and it is In his possession. 


Alisa Boulom 
Administrative Assistant 
JSOM Technology Services 
972-883-4484 
aboulom (g utdallas.edu 

From: Thorp, Craig 

Sent: Monday, May 12 201410:00 AM 
To: Boulom, Alisa 

Cc: Ritchey, David; White, Gregory; Gamer, Carla 
Subject: Laptops Tag #'S 64909 and 73275 
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Asset Photographs 
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Credit Card Receipt 
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Gift in Kind Documentation 
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In-Kind Gift Acceptance Form 
Office of Development A Alumni Relations 
The University of Texas at Dallas 


~J%- 




in TX 76247-1160 


Address, City, State, 7ip PQ80X 1180, Jt 
Type of fn-Kind Gift: 

□ Art or Collectibles □ Equipment 

□ Intellectual Property/Patent □ Software 

□ Discount on Purchase (must be in excess of the standard “educatioR discount") 

E Other f c n \ 

Description of Gift: Wn [OliJ _ ~7 £ / COrA TL _ 




Value of Gift: 


^0. 


Source of Valuation: '□internal ' B Donor 

Condition of Gift: DNew BGood 

Special Storage Requirements: OYes BNo 
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